PODD Tips and Tricks

1. Loading documents in the scanner
a. Make sure the AVIS registration receipt is on the first document scanned, with all other documents placed behind
the AVIS registration receipt.
b. Make sure the document(s) are placed in the scanner upside down and with the registration receipt facing the
back of the scanner. (See photos below)
c. The supporting documents must be placed after the registration receipt in the following recommended order.
i. Application
ii. Title
iii. Re-Assignment
iv. Power of Attorney
v. Affidavit
vi. Other documents related to the transaction
d. Make sure smaller documents are centered in the scanner tray, and placed immediately behind the registration
receipt.

2. Scanning Documents

a. Click on the scanner icon on the PC screen to scan documents (the front and back of documents are scanned at
the same time. You do not need to rescan to the other side)

b. If the scanner was able to read the barcode on the registration receipt correctly, the scanning software’s review
screen will display a long file name. If the file name is not similar to what is indicated below, cancel the scanned
images and rescan all the documents again.

GOOD SCAN INDICATED BY FILE NAME
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3. “NO MORE REDS!” - Printing a copy of a Receipt
a. If a county wants to keep a receipt for accounting purposes, the clerk can print from the Paper Stream Capture
“verify /correct image screen” before the documents are released to the PODD archive. The clerk would select the

“print” icon at top right of the toolbar, a Print pop-up box will appear.
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b. The clerk will select the “Pages” radio button and type in “1” in both the “from” and “to” boxes. Then click on the
“ok” button to print the receipt. The document will be printed to the network printer, which should be the
“default printer”.

Printer

Name:  [hpLaserJet1012HB v] [ Properies. |

Status: Ready

Type: hp LaserJet 1012 HB
Where: DOT4_001
Comment [ Printto file
Frmtrenge Copies Enter a 1 in both boxes
Al Number of copies: 1
T ol to print a copy of the
_ 23 123 Callate .
seeen v PODD Receipt

c. Give the actual receipt to the customer. Store the other title documents until MVL Approves the application and
emails you authorization to shred the documents.

d. For clerks who choose to print a second copy of the registration, we have found it easiest when handling multiples
(say a fleet of 30), not to send the print command to the network printer for each registration individually, but
instead, to manually make these copies upon completion. It was too tedious to designate the print range time
and again, to send each page to the network printer.

4. Slow scanning:
a. Itshould take 10 to 20 seconds to scan a set of documents, if it is take much longer:
i. “Shutdown”your computer, then shutdown your scanner.
ii. Wait for 3 seconds.
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iii. Power on the scanner
iv. Start the computer and log back in.
v. Try scanning the document again.
b. Ifitis still taking more than a minute to scan a document, call the COT help desk.

5. Writing on the Registration Reciept
a. Do not write or apply an office stamp to the QR Barcode area. If this happens the scanner will not be able to
read the barcode and the document will NOT be retrevieble.

Do not mark in
this area.

NOTE:

6. If the AVIS transaction is completed, but SharePoint is down, DO NOT SCAN any more documents until SharePoint comes
back up. If the scanner is down, it will have a “red” light in the “review box; the clerk needs to click on the “red review” to
review the documents. When SharePoint is available, double click on the documents cached at the bottom of the screen.
If SharePoint is “active’ again, hit the “release” button to update them to SharePoint. The scan is “date stamped” when it
releases to SharePoint. If a document is on your workstation when SharePoint goes down, another user can “release” a
document to SharePoint.
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Using an old PODD receipt for documentation involving a new receipt
If you need to use a previous PODD receipt for “supporting documentation” behind a new PODD receipt, please mark
through the bar code of the supporting document (old document) so that it does scan into the PODD archive as a
separate document. By marking through the bar code of the “supporting document” it will be scanned into the PODD
library under the new transaction.
a. So that the scanner does not look at the barcode on the OLD PODD Reciept, mark over the OLD barcode before
scanning.
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